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Chapter DCF 103
W-2 WORKER TRAINING

DCF 103.01 Introduction. DCF 103.05 Trainer qualifications.
DCF 103.02 Definitions. DCF 103.06 Local responsibility for implementing updates.
DCF 103.03 Initial W-2 worker training. DCF 103.07 Reports and records.

DCF 103.04 Ongoing training for experienced W-2 workers.

Note: Chapter HSS 217 as it existed on October 31, 1999 was repealedeamd ajnto a FEP position and who has not completed initial f&Ring
chapteDWD 17 was createdfetctive November 1, 1999Chapter DWD 17 was within the previous year
renumbered to chapter DCF 103 under s. 13.92 (4p) 1., Stats.Register Novem o .
ber 2008 No. 635 (8) “New resource specialist’” means a person who

employedby a W-2 agency directly or by subcontract as a

DCF 103.01 Introduction. (1) AUTHORITY AND PURPOSE. resourcespecialist who has not completed the initial resospee
This chapter is promulgated under authority set forth49.143 cialist training, including a permanent employee who transfers
(2) (c), Stats., to ensure thaach financial and employment plan into a resource specialist position and who has not completed ini
ner, resource specialist, and supervisor employed by a Wtal resource specialist training within the previous year
agencydirectly or by subcontract has successfully completed (8m) “Participant” means an individual who participates in
training program to achievacceptable W-2 worker job perfor any component of the Wconsin works program.
mance.Successful completion of prescribed training is required (9) “Resourcespecialist’ means a worker employed by is-W
for all new W-2 workers. The department shall make ongoiRgnsin works agency who performgplicationentry provides an
training available for experienced W-2 workers. initial assessment of a potential W-2 applicamgeds, makes

(2) AppLicaBILITY. This chapter applies to W-2 agencies angferralsto service providers, or evaluates an individuaged for
thefinancial and employment planners, resource specialists, and 2. “Resource specialist” may also include a woreployed
supervisorswho are employed by those agencies directly or iy an agency contracted with the department to provide access
subcontract. services.

History: Cr. Register October 1999,No. 526 ef. 11-1-99;CR 02-050 am. « : ” . .
RegisterJanuary 2003 No. 56&ff. 2-1-03;CR 06-044 am.Register November (9m) Superwsor means a worker employed by asgonsin

2006No. 611, ef. 12-1-06 correction in (1) made under s13.92 (4) (b) 7.Stats., Works agency directly or by subcontract who supervises W-2

RegisterNovember 2008 No. 635 financialand employment planners or resource specialists.
_ . ) (10) “Wisconsin works” or “W-2" has the meaning given in
DCF 103.02 Definitions. In this chapter: s.DCF 101.03 (37)
(1) “Automated system” means a computer—supported pro ote: “wisconsin works” or “W-2" is defined in RCF 101.03 (37)Ws. Adm.
cessused by the department, including CARES. Code,as “the assistance program for families with dependent children, administered
(2) “CARES” means the departmesmtautomated client Underss:49.141t049.161 Stats. o )
assistancéor re—employment and economic support. (11) “Wisconsin works agency” or “W-2 agency” has the
Note: CARES:is the automated system udmdthe Dept. of Children and Families meanmgglven _In sDCF 101‘_03 (38) ]
to determine eligibility calculate benefits, and retain data for W-2. Note: “Wisconsinworks agency” is defined in BCF 101.03 (3§)Wis. Adm.

“ ” vy “ode,as “a person, county agentybal governing bodyor a private agencgon
(3) “Casemanagement” means the family—centered and goeﬁactedunder s49.143 Stats., by the department to adminigier\Wsconsin works

orientedprocess for assessitte needs of a W—2 group membeprogramunder ss49.141to 49.161 Stats., and ctDCF 101 If no contract is
and his or her family for employment, training, and supportivewardedinder s49.143 Stats., ‘Wsconsin works agency’ means the department.”

servicesand assisting the W-2 group member in obtaining ser (12) “W-2 handbooks, manuals, and instructional materials”

vicesto achieve self-sfitiency. meansdepartment-issued handbooks, manuais, memos that
(4) “Department’means the W¥consin department of chil areaddressed to W-2 agencies artiforth eligibility and benefit
drenand families. criteriaand case maintenanard case processing information for

(5) “Experienced financial and employment planner” or Wiscons“inworks. ) o _
“experiencedFEP” means a FEP employed by a W-2 agency (13) “W-2 worker” means a resource specialist and a finan

directly or bysubcontract who has completed initial FEP trainingial and employment planner
« . s ey History: Cr.Registey October1999, No. 52¢eff. 11-1-99;CR 02-050r. (4) and
. (6) Experiencedresource specialist” means a resource Spg) o (15), renum. (5), (16) ar{d7) o be (4), (10) and 11, ct (5) to (9), (12) and
cialist employed by a W-2 agency who has completed initi&l3) Register January 2003 No. 5. 2-1-03;,CR 06-044am. (5), (6), (7) and
resourcepecialist training (8), cr. (7m), (8m) and (9mRegisteNovember 2006 No. @lef. 12-1-06;correc-
K . . tionsin (4), (10) and (1) made under s13.92 (4) (b) 6and 7., Stats.,Register
(7) “Financial and employment planner” 6FEP” means a November2008 No. 635

casemanager employed by ai$tfonsin works agency directly or B B
by subcontract whdetermines eligibilityassists in the process of DCF 103.03 Initial W-2 worker training. (1) FEPSAND
determiningeligibility, or performs case management function®RESOURCESPECIALISTS. (a) The department shall make initial W—2
“FEP” includes a case manager wémecializes in employment w_orker training available tanew FEPs and resource specialists
attachmentand retention, assists W-2 participants with speciglirectly or through contractors. The W-2 agency shall ensure that
needsopr assists W—-participants with the Supplemental SecuritgachFEP and resource specialist completes the depargment’
Income (SSI) and Social Security Disability Incor{&SDI) tial training during the first 6 months of employment.
applicationprocess. (b) No FEP may make independent decisions related te eligi
(7m) “New financial and employment planner” or “new FEP'bility or perform case management functions until the initial W-2
meansanindividual who is employed as a financial and employiraining for new FEPs is successfully completed.
mentplanner by a W-2 agencglirectly orby subcontract, and  (c) No resource specialist may make independent decisions
who has not completed the initial FEP training. “New FEPfelatedto providing an initial assessment of a potential W—2 appli
includesa permanergmployee of the W-2 agency who transfersant'sneeds, making referrals to servim®viders, or evaluating
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DCF 103.03 WISCONSINADMINISTRATIVE CODE 24

anindividual's need for W-2 until the initial W—2 training for new (a) Specify the number dfours of classroom training, inde
resourcespecialists is successfully completed. pendenttudy planned exercises, and activities.

(d) To successfully complete the initial W-2 training, a new (b) State how W-2 handbooks, manuals, and instructional
FEPor resource specialist shall attend all class hours and shall paaterialswill be used.
ticipate in all instructionalactivities. The W-2 agency shall  (c) Explain how training will address the interpersonal and
develop evaluation strategies to ensure that the new FEP @semanagement skills needed to perform the W-2 function.

resourcespecialist achieves a minimum standard of competence.(q) Specify the number of hours of supervised practical experi
(1m) SupervisoRr. A supervisor whds employed on or after ence,including the use of automated systems, Wr@gram

Decemberl, 2006, to supervise FEPS or resource specialists sipallicy and procedurepplication, and case management tech

completethe departmerg’new worketraining for the job func niques.

tion of the workers that the supervisor is supervising during the (e) |ndicate the length of the training program.

first 6 months of employment, unless the supervisor woiked (f) Describe how learning will be evaluated

thatjob function withinone year prior to the date of hire as a super - . e

visor. If a supervisor supervises both FEPs and resource specci)?lég)cr']ntcrgggrthe name, address, positide, and qualifications

ists, the supervisor shall be requwed to comptbteFEP training Note: Send the proposed W-2 training implementation plan to: BWF Partner

Only- Training Section, DCF Division of Family arficonomic Securify201 E. Vdshing-
(2) STANDARD CURRICULUM. (a) The department shall develogon Avenue, FO. Box 8916, Madison, Wi 53708-8916. A copy of the departmient
: ; e {ning schedule for new and experienaedrkers may be obtained by writing the
a sta_nd_ardlzed Cumcu'“_m for tra_lnlng new FEPS and resou veaddress or by accessing the Bureau ofliig Families Partnerr@ining web
specialists.The standardized curriculum shall include coursesiteathttp:/dcf.wisconsin.gov/partnertraining

independenstudy and closely supervised practical experience Hithory:t CrJ. Regisl?t[(e){)gt,:\fobgi3 é9%92, 1\10-0 gzggﬁbél(—)ifg;cclj? 02—(%50r.da(ns<§
H H H egister Janual 0. elr. 2—1-05; —044r. ana recr| an ,
and shall ensure that learning objectives support an acceptz{ﬁl ™), (2) (2) 5., 5and 6. d., am. (2), (&) (intr0.), 1. and 4.. 6. a. and'b., (4) (htro.,

standardbf competency at completion. The curriculum mayy . (2) (b) and (c)Register November 2006 No. BEF. 12-1-06.
dependingon job function and may include the following:

1. Program philosophy emphasizing W-2 as a work program. DCF 103.04  Ongoing training for experienced W-2

2. Policy and procedure in W-2 handbooks, mantas workers. (1) STANDARD CURRICULUM. The department shall
instrljctionalmaterials ' ' developan ongoing course or courses for supervisors, experi

A S encedresource specialists, and experienced FEPs and shall make
3. Eligibility determination. the course or courses available each year directtfirough con
4. Automated systems used in the W-2 program. tractors.The department shall annually define requimaihing
5. Interpersonal skills needed to perform W-2 functions. coursesand develop a standardized curriculum for each job-func

5g. Civil rights compliance, cultur@wareness, and diversitytion as needed. The curriculum shall include the following:
issues. (a) Refresher material on W-2 policy and procedure.

5r. Compliance withthe Americans with Disabilites Act ~ (b) Automated systems used in the W-2 program.
(ADA). (c) Interpersonal skills needed to perform W-2 functions.

6. Case management information and skills, including: (cg) Civil rights compliance, cultural awareness, and diversity

a. Employment and training information for W—2 partici SSU€s.
pants,including job readiness assessment, skills traiopyprtu (cr) Compliance with the Americans with Disabilities Act
nities, job search activities, labor market information, career-plafADA).
ning, and job retention skills. (d) Enhanced case management information and skills, includ

b. Special needs of the W-2 participanadamily member INg:
asthose issues faict the W-2 participarg’employability includ- 1. Employment and training information for W-gartic
ing substance abuse, domestic abuse, and physical or mentalghsts,including job readiness assessment, skills traiopprtu
abilities. nities, job search activities, career planning, labor market-infor

c. Community resources and supportive services available®@tion,and job retention skills.
assistW-2 participants. 2. Special needs of the W—2 participanadamily member

d. Collaboration and coordination with local child welfargiSthose issues ikt the W2 participars’employabilityinclud
agencies. Ing substance abuse, domestic abuse, and physical or mental dis

(3) DOMESTICABUSE TRAINING. (&) A FEP shall complete 12 abilities. . . .
hoursof training in domestic abuse awareness within the first year 3- Community resources and supportive services available

of employment, including case managemetmategies and the aSSISW-2 participants. S .
department'somprehensive screening tool. 4. Collaboration and coordination with local child welfare

(b) A resource specialist shall complete 6 hours of training ##€Ncies- _
domesticabuse awareness within the first year of employment. (2) COMPARABLE TRAINING. A W-2 agency may develop its
(c) A supervisor who is required to take thitial W2 training own training to implement the standardized curriculum under sub.

under sub(1m) shall complete domestic abuse awareness trainilig; with approval by thelepartment. AW-2 agency that chooses

. . o tto participate in training &red by the department or its eon
for the job function of the workers who the supervisor is SlJperV@actorsshall submit a training implementation plan to the depart

ing. . mentfor approval ateast 45 days before the planned start date of
(4) CoMPARABLE TRAINING. A W-2 agency may develop its yraining. Training plans shall be submitted to the department on

own training to implement the standardized curriculum under Uy annual basis. The plan shall:

(2), with approval by the department. A W-2 agency that chooses(a) Specify the number dfours of classroom training, inde

not to participate in the initial training for new W-2 worker : I
offeredby the department or its contractors shall submit a trainisrqg r(]l;j)erl]:(tjlijfzieplt?wr:enlee?w:tﬁe(r)?tshe;,trzri]:inzc?)\r/ggersa{m

implementationplan to the department for approval at least 45 - ) i
daysbefore the planned start date of the trainimgining plans ~ (¢) Describe how learning will be evaluated.

shallbe submitted to the departmentamannual basis. The plan  (d) Include the name, address, posititie, and qualifications
shalldo all of the following: of each trainer

Published under s. 35.93, Stats. Updated on the first day of each month. Entire code is always current. The Register date on each page
Register November 2008 No. 635 is the date the chapter was last published. Report errors (608) 266-3151.


http://docs.legis.wisconsin.gov/document/statutes/35.93
http://docs.legis.wisconsin.gov/document/statutes/35.93
http://docs.legis.wisconsin.gov/document/administrativecode/DCF%20103.03(1m)
http://docs.legis.wisconsin.gov/document/administrativecode/DCF%20103.03(2)
http://dcf.wisconsin.gov/partnertraining
http://docs.legis.wisconsin.gov/document/administrativecodearchive/526/toc
http://docs.legis.wisconsin.gov/document/cr/2002/50
http://docs.legis.wisconsin.gov/document/register/565/b/toc
http://docs.legis.wisconsin.gov/document/cr/2006/44
http://docs.legis.wisconsin.gov/document/register/611/b/toc
http://docs.legis.wisconsin.gov/document/administrativecode/DCF%20103.04(1)

Published under 85.93 Wis. Stats., by the Legislative Reference Bureau.
25 DEPARTMENT OF CHILDREN AND RAMILIES DCF 103.07

Note: Send the proposed W-2 training implementation plan to: BWF Partner DCF 103.07 Reports and records. (1) ANNUAL REPORT.
Training Section, DCF Division of Family and Economic Secuft®. Box 8916, B i
Madison Wi 53708-8916 EachW-2 agency shall submit to the department by the second
A copy of the departmesttraining schedule for new and experienoeukers F”day inJanuary of each calen_dar year a report that documents
may be obtained byriting the above address or by accessing the Bureaondivy  training completed by all supervisors, newd experienced FEPS,

FamiliesPartner Taining website atttp://dcf.wisconsin.gov/partnertraining i iali inoréhao
History: Cr. Register October1999, No. 526eff. 11-1-99;CR 02-050am. (1) andnew and experlenced resource SpeCIaIIStS dunngr us

(intro.) 0 (c), renum. (2) to be (3) and am. (3) (intro.)(2yRegister January 2003 calendaryear The report shall iande information on training
No. 565 eff. 2-1-03;CR 06-044am. (1) (intro.) and (a), (d) 1. and 2.,@) (cg)  receivedby individualsemployed directly by the W-2 agency and

apd(cn). (d) 4., 1(2), renum. (3) to be (ZRegister November 2006 No. Bl individualsemployed by the' W-2 agensysubcontractors.
(2) REPORT OF INITIAL W-2 WORKER TRAINING. Each W-2
DCF 103.05 Trainer qualifications. The department agencyshall submit to the department by the first dayeath
shallensure that the person doing the training has: montha list of supervisors, FEPs, and resource specialists who are
(1) Knowledge of the programs and procedures in which thiequiredto complete initial W—2 worker training, including indi
personwill conduct training as evidenced by prior experience ofiduals employed directly bythe W-2 agency and individuals

education. employedby the W-2 agencyg’subcontractors.
(2) Experienceor education in training techniques adult (3) PersONNELFILE. Each W-2 agency shall include in the
education. personnefile of all newand experienced W-2 workers informa
History: Cr. Register Octobey 1999, No. 526eff. 11-1-99. tion needed todocument successful completion of training,
e . . includingthetitle of the training program, dates of training, train
DCF 103.06 Local responsibility for implementing er’s or sponsoring ganizations name, number dfours of train

updates. Each W-2 agency shall ensure that all W-2 workefgg, and location ofraining. The W—2 agency shall make the

aretrained in a timelynanner on all W-2 policy and procedureyaining records available to the department upon request.
andautomated system updates that are issued by the departmeRbte: Send the monthly list of W-2 workers who are required to complete initial
Note: These updates include Handbook and Manual releases, DFES Administh&-2 worker training and the annuadport on training to the appropriate Regional

tor's Memos, and Operations Memos. ContractAdministrator

History: Cr. Register Octobey 1999,No. 526 eff. 11-1-99;CR 02-050 am. History: Cr. Register Octobey 1999,No. 526 efl. 11-1-99;CR 02-050 am.
RegisterJanuary 2003 No. 56&f.. 2-1-03;CR 06-044 am.,Register November RegisterJanuary 2003 No. 56&f.. 2-1-03;CR 06-044am. (1) and (2)Register
2006No. 611, ef.. 12-1-06. November2006 No. 61, eff. 12-1-06.
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